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You will now create a local voucher.

T From the GovTrip home page, click on
e .,MRLT p 4 Local Voucher under Official Travel.
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This 1s the local voucher home screen
showing you a listing of all your local
vouchers. Click Create New Local Voucher

to start a new local voucher

sTRAVEL Tor GOVIRNMINT

Below i= a list of your existing local wouchers, Please =

@-ﬁte Hew Local Huu@

& function (edit, print, etc.) corresponding to the appropriate local voucher,

Existing Local Youchers
ﬁg - Home I;‘:::';;’; ﬁi View Edit Print Remove
CT140505_LO1 /A CREATED » edit » print » remave
CT290705_LO1 07/29/05 SIGNED 3 view fedit » print
CT280705_LO1 07/28/05 SIGNED » view fedit » print
CT270705_LO1 0742705 SIGNED » view fedit » print
CT260705_LO1 07/26./05 SIGNED + view fedit » print

CT260706_LO1 07 F26405 SIGMED = view Sedit > print
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Local Voucher Date

Enter the expense date and click OK or Cancel to abort

Expense Date:  |09/30)2005 .j
immSdd Ay

| CK | Cancel |

In the expense date field, enter a date (this will be the
document name). Since this 1s an example of a quarterly
local voucher, make the date September 30, 2005. Then
click OK.
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Non-Mileage Expenses

chmnﬁng Additional Options  Review / Sign

MNon-Mileage

The local voucher will open up to the Expenses screen. Notice
the Navigation Toolbar is condensed compared to the TDY
voucher as there is no Itinerary or Travel section.

+ create an expense 1tem from a government charge card transaction

Hon-Mileage Expense #1

*  Select Expence T},rpe:l

=

-OR- |

*Cost: § “Date:  [06/29/2008
(i Add Syngnyny)
* Method of Reimbursement |-- Pleasze select --

#

Hon-Mileage Expense #2

{rmm Add Ay

*  Select Expense Type:l _:] * Cast: 4 * Date: ID&IZ"HEFIIE
oR I [ Sdd Sy
* Method of Reimbursement I Please Select -- El
Hon-Mileage Expense #3
*  Sslect Expenze Type:l j *Cost: § Date: |m;zqum5
- I (i Ak Ay
* Method of Reimbursement I Please Select -- :l
Hon-Mileage Expense i4
*  Select Expense Type: | * Cost: § *Date: |06/29/2005
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- Non-Mileage Mileage Receipts
aTRAVEL for OOVIRNMEIMT

Non-Mileage Expenses

You can start entering expenses by clicking the drop &
down, selecting the expense & entering the cost. pvel

Femmdear: TMC Fee:s are a reimburzable expenze to the traveler when theLransportation costs are charged to yvour [ndnigual Government
Trawel Charge Card (IBA).

+ create an expense item from a government charge card transactio

Hon-Hileage Expense #1
* Select Expenze Type! - * Cost: si *Date; pﬁﬂ?ﬂUUE
oR ATM FEE - {mm Add Ay
HOTEL SERVICE FEE * Method of Reimbursement [ Please Select — =
MOM TRAYW OTHER EXPENSE BOC
) MOMTRAY 12Z31PROF LIAB (NS
Mon-Mileage Expense|,,\1rav 2351 TELECOM RENT
MOMTRAY 2354WIRELESS COMM
*  Select Expenze Type!|uonTRAY 2524MISC SERVICES * Cost: 5! *Date; hﬁfi?ﬂDDE
i MOMTRAY 2B295ECURING EVID {rmm Sdd Fnrd
PARKING/TOLLS o * Method of Reimbursement | Please Select — =
PHOME
PLELIC TRAMSIT b
Mon-Mileage Expense #3
" Select Expense Type:| -] *Cost: § *Date:  [06/29/2005 =
Fdd#
OR- | {mm Wyl

* phethiod of Reimbursement I— Pleasze Select --

Led

Hon-Mileage Expense £4
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GOﬁrlp Hon-Mileage Mileage Receipts

@TRAVEL far GOVERMNEMENT

Non-Mileage Expenses

Please note that since you selected a non-travel expense, you
will be required to enter the appropriate budget object class
(BOC) in a comments section (under Additional Options)

*Cost: § [25.00 *Date: |07/15/2005 e
{rmem Sdd Syrgry)
* #ethod of Reimbuyyfement | TRAVELER ~|

Hon-Mileage Expense #1

*  Select Expense T'g.l'pE::I PARK MG TOLLS _:]

- OR - [PARKING /TOLLS

Homtiicage Expense #2 / Click Save

*  Select Expense Type:| x| | * cost: /A 10,00 *Date: [08/15/2
- OR - [TaXI ‘ / | b idd Y] ExpenSQS (nOt
ethod of Reimbursement TRAVELER
shown here) at

Hon-Mileage Expense #3
the bottom of
* Select Expense Tpffe | NON TRAW OTHER EXPENSE BOC _ﬂ = Cost; § |E=5.|:u:r *Date: IEHIEIZIEE th
- OJNON TRAY OTHER EXPENSE BOC il LAl € SCreen
= Method of Reimbursement ITRﬁ.‘u’E LER 3
when finished.
Hon-Mileage Expense ¥4
" Select Expense Type:| TiC /AIRFARE FEES | *Cost: §|28.50] *Date:  |06/29/2005
{rmam Sdd Sy )
- OR - [TMC /AIRFARE FEES
o I = pethod of Reimbursement IGD‘JCC :J
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GovIrip ip

Mon-Mileage

Non-Mileage Expenses

If you have mileage expenses, you
can enter that under the Mileage tab.

TO SO LTS CApETIGES T0 LG Lrave] Qosumen it
Feminder: TMC Fees are a reimburzable expensze to the traveler when the
transportation costs are charged to your Individual Government Travel
Charge Card (1BA).

+ create an expense item from a gowernment charge card transaction

Add Expense
* Expense Type: | :I
-OR- |
* Cost: £ i
*Date:
o fddfyyyy) 10672972008
" Method of Reimbursement: |- Please Select - |

+ yiew Sedit expenze detaills

Expenses Summary

Expense Type Date

THMC /AIRFARE FEES  06/29/05

PARKING/TOLLS 07 /15705

TAX] 08/15/05
MOM TRAY OTHER
EXPEMNSE BOC S

Total Expenses:

Hecaipls

ﬂ—
T W:cmﬂm Additional Options  Review / Sign

Cost

$28.50

$25.00

590,00

485,00

$148.50

Edit
Remowe

Edit
Femowe

Edit
Remaowe

Edit
Remowe

The expenses are now
saved & listed on the
right side of the screen.
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@ chmnung Additional Options  Review / Sign

Hon-Mileage m Receipls

To add a POV mileage expense in a local voucher it’s the

Lse this screen to enf

same process as you went through in the TDY voucher.

mieage Expense #1 | Y ou won’t be adding a POV expense 1n this local voucher.
* Expense Type: | =l | =pate: |osrz9s2005
(mm ddyyyy)
* fethod of Reimbursement |- Please Select - =l
* Miles | x Rate = Cost §
Mileage Expense 2
*Expenze Type: j = Date: ||:|6=‘2'?-‘2EI]5 H
(mm ddFyyyy)
* Method of Reimbursement |-~ Please Select =l

= Miles | x Rate = Cost &
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aTRAVEL for GOVIHMMINT

Recelpts

By clicking on the Receipts tab, you have the capability of
attaching receipts in a local voucher just as you did in the
TDY voucher.

Wtﬂwnﬂng Additional Options  Review / Sign

Non-Mileage Mileage

h‘ ot ml Toumust have the free Adobe Acrobat Reader program installed on your computer to view receipts. Download the Adobe
Acrobat Reader program.

» Print Fax Cover Sheet

» Upload Scanned Receipts | Browse... Upload

Currently there are no Receipts on file for this Youcher.

Date Hotes Yiew Remove

Refresh
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aTRAVIL far GOVE IHHIH'I'

Accounting Codes

Select the appropriate accounting code for this trip. I there are multiple
accounting codes that are required for this trip, please select all that
apply.

Start Date: 29-Jun-0&  Find Accounting Label

End Date: J0-3ep-0h

Selected Accoul®® ' 100000F 12
05 1100000 MGHMT

05 1100000 ROLL
There are no a.Cqng 1200000 FEO frip, please salect from the

above list of labeldng 1200000 F 13
05 1200000 F 14

Accounting Label;| —Selegt-— From GTARCTTRAINMG

05 1300000 F27 -

Expenses Summary

No Accounting
Information
hivailable,

y 4

Next, you need to select the
accounting. By clicking on the

A Accounting tab, you can select

the accounting by using the
drop down and clicking the
appropriate accounting,




— Accounting
Govlrip & -

aTRAVEL Tar ﬂl}h‘lll.lﬂf

Review / Sign

Accounting Codes / Expenses Summary
Next, click on Additional Options
. . 05 1200000 EEQ
from the Navigation Toolbar.
COM REIMEBLUR ; 428,50
LOC TRAVEL : $35.00
Start Date: 28-Jun-05 » Find Accounting Label NONTRAVEL - 85,00
End Date; J0-5ep-05
Accounting Labal:| =-5elact--- j From GTARCTTRAINING ::tzm”“ FEGR 148,50
Selected Accounting Code(s)
Calculated Trip Cost: $148.50

To remove an accounting code that does not apply to this trip, select the
remaye link correspanding to the accounting lsbel ta be removed.

The accounting should now be
Nt | o | R | selected with the costs listed
by expense category to the

Acctg Code
05 1200000 EED GTARCTTRAINING ¥ WiEw ¥ IBMOVE .
— — right of the screen.
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Govirp &

#THAVEL lo7 GOVERNRERT

The first screen under additional
Comments for Local Voucher . .
options 1s a comments screen (no
> oq charge for comments entered here).
Add comments balow to the Appraving Official,

If you claimed a non-travel expense,

R N A e you must place the appropriate budget
4| | object class (BOC) the expense should
< be charged to.
This 1s also for any other comments
| you would like your approving official
to see.

Save Comments and Proceed to Payment Tatals
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sTRAVEL for GOVIRNMINT

ATTERW Payment Totals  Profile

@ ’ Expenses  Accounting Review / Sign

Comments for Local Voucher

Add comments below to the Approving Official,

Comments for Local Youcher: Once you have the

Charge non-travel expense to BOC 5462, 4 comments entered, click
Save Comments and
Proceed to Payment Totals

THC Fee for trip cancelled in July.

GW Coments and Proceed o Paynent TntDl
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’ Expenses Accounting Additional Options

Payment Totals Profile

Comments

Payment Totals

Foliowing is the calculated totals for the voucher - Local Voucher Payment Totals,

Amount Claimed

Total Expenzes: % 148,50
Mon-Reimbursement Expenses: 40,00
Total Amount Claimed; 5 148,50

You also have the ability
of editing your profile
information by clicking on

Profile. Go ahead and click
on Review/Sign.

Government Charge Card Amount

Expenszes on Gowv't Charge Card: 5238.50

Gow't Charge Card ATM Advance; 0,00

add| Gow't Charge Card Payment: 3 0,00 » Calculate
Total Gow't Charge Card amount: §28.50

Payment Distribution

Pay to Gov't Charge Card; £28.50

Pay to Traveler: $120.00

Total Payment: £ 120,00

The payment Totals screen 1s
identical to the TDY
voucher. You can allocate
disbursements to both your
bank account and
government credit card.
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Review the detailz for this trip below,

Accounting Sunmmnary

O REIMBLUR:
Loz TRAWEL:
MOMTRAWEL:
Tow EXF -1

Expenses
Hon-Mileage: mMumber

Edit o5

Edit

Edit

Edit L
Hileage:

Mumber

Accounting Code: 05 1200000 EEC  Edit

525,50
536,00
53500
512.50

’ Expenses Accounting Additional Options NIRRTy
AETETYW Fre-Audit Digital Signature

Expenze Method of
Dat Coszt
Tywpe i 5 Reimburzement
THC A RFARE 0& /29 /05
FEE: 425,60 GO
TaYW Fee -| 0& /29 /06 312,80 GO CT
PARKIMGFTOLLS 07 A6 /05 26,00 TRAWELER.
TaXI 031606 %10.00 TRAWELER
MOR TRAW 09,02 /05
OTHER EXFEMSE 48h.00 TRAWELER
BOC
Total: 161,00
Expon:h Date Cost Method of Reimbursement Miles
Twpe
Total: 50.00

Review all of your expenses, accounting
and comments. Now scroll to the bottom
of the screen and click Save And Proceed
To Pre-Audit (not shown here).
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Preview JEgCRIGIIEFr Digital Signature

If a pre-audit fail exists in a local voucher, you will be taken to
the pre-audit screen to enter a justification for the fails. This
sonare s Jocal voucher has an audit fail due to a non-travel expense
Soaczaid being claimed. In this case, you just need to enter the BOC that
Iitem h{ the expense needs charged to as the justification.

GOVTI‘] i

sTRAVEL Yar BOVE

Pre-Audit

1. Reason Flagged tem Description * Justification to Approving Official

*LOCAL TRAVEL EXPENSE * NON EXCEEDS THRESHOLD - K d
&6h.00

Sawe And Procead To Digital Signature
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aTRAVEL fov GOVERNMENT

Review / Sign

’ Expenses  Accounting  Additional Options
r Preview Digital Signature

Pre-Audit Trip

Once you have entered a justification, click |, . o o0 @ o
Save And Proceed to Digital Signature. e,

1 Item has been Flagged Nhis Travel Document

1. Reason Flagged * Justification to Approving Official

LOCAL TRAVEL EAPENSE Chrage Non-travel expense to BOC 5452.[ j

Gw nd Proceed To Digital S‘rmaturaD
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Goanp e P AT

Preview Pre-Audit Digital Signature
aTRAVEIL Tor COVERMWENT 25 E g ‘

Digital Signature

Clhick below to stamp and submit this trip authorization for routing and approval. By submitting wou are legally signing thiz document.

Document Action On the Digital Signature
“Submit this document as: [ SIGHED [3] screen, the stamp will
Additional Remarks: | =] default to SIGNED. Click
Submit Completed

Document.
utlmit Completed Document

Pending Routing Actions
Awaiting status Change To By Level
SIGMNED TRAVELERSD, CHRIS 1]
Document History
Status Date Time Mame Remarks
CREATED 00306 0531 CHRIS TRAVELERGD
+ View Reasons for Audit Failures
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Confirmation

“fou are Stamping this document SIGNED,

By accepting you are legally signing this document.

Accept Cancel

Click Accept to proceed.
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GTrp@

eTRAVEL for GOVIRNMINT

Stamp Process

A TAY fee will be added to your local voucher document.

Cancel Save and Continue

Click Save and Continue to proceed.
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eTRAVEL for GOVERMMENT

The local voucher 1s now 1in a SIGNED status awaiting
the next step in the electronic routing process 1.€.
reviewer, approver, etc.

Below iz a lst of your exis

+ Lreate Hew Local Ve
Existing Local Youchers
ﬁem Name ﬁz ViewEdit Print Remowe
CT140505_L01 £, CREATED » edit > print > remove
CT290705_L0O1 07 F29/05 SIGNED » wiew fedit » print
CT280705_L0O1 07 F26/0% SIGNED > wigw fedit » print
CT270705_L01 07 F27 /0% SIGNED » wiew fedit » print
CT260708_LO1 07 /26,08 SIGNED » wisw fedit » print
CT2507058_L01 07 f25/05 SIGMNED = view Sedit » print
CT2/075_L01 07 /0208 SIGNED % » wiew fedit » print
CT300905_L01 06 /29405 SIGNED » wiew fedit -+ print >
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